APPLICATION FOR RECORDS RETENTION SCHEDULE o O I T ves AND HISYORY

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—-RM-1 for instructions on completing this form. #mward signed original 10
Department of Archives and History, Records Management Division, 3:!) Capito! Avenue, Atlanta Georgia, 30334,
Attention: Sehedulmg Section.

FOR AGENCY USE 1. Agency Address : FOR RECORDS MANAGEMENT USE

Application Dete | Department of Education : Application Number
- Office of Instructional Services ' 8 2 - ’70
Aonlication Number Division of Special Programs Date Racoived Date Gompieted
Program for Exceptional Children WAR 221882 | o 9
Psychoeducational Center Network_ lnit ! APR 1 9 1982
2. Person to Contact Working Title Telephone Number

Joan A. Jordan . " Loordinator 656-2427

3. Action Requested
a. XX Establish Retention Schedule; record will continue to accumulate.
b. O Dispose of present accumulation; no further accumulation anticipated.

¢. O Amend Application No. Check One: 1] Change; O Supercede; [0 Void

4, Dates of Series 5. Records Series Title {followed by title used in office; if different)
Earliest Latest .

1971 | To Date Psychoed/Severely Emotionally Disturbed Prégram Files

6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Psychoeducational Center Network Unit allocates, distributes, monitors, approves and
reviews the 24 psychoeducational center programs, proposals, budgets, and adm1n1sters this
program in accordance with the State Program Plan for Exceptional Children and all applicable
federal/state statutes, rules, regulations and State Board of Education Policies.

7. Record Series Description This file contains the followmg documents {include form numbers and titles, if any):
. Attach samples of the file.

Documentsrelatingto:  Administering the psychoeducat1ona1 centers program and monitoring grants
and programs in the 24 centers and fiscal agents serving the severely emotionally disturbed
students ages 0-18. Proposals, budgets, amendments, reports, guidelines and related

Included are: ¢ prpespondence and documents on the psychoeducational center program under
P. L. 94-142, 89-313 and other federal laws and the Adequate Program in Georgia Act (APEG)
and other state laws and regqulations as applicable.

Fileisarranged: Chronologically by fiscal year thereunder alphabetically by center/fiscal
agent. - e

8. Monthly Referance Rate How often are records referred to which are:
Dnetosixmonthsold __; Seven to twelvemonthsoid - ; Thirteen to twentyfour monthsold _____;

twenty-five monthsandolder _________?

9. Annua! Rate of Accumulation of Records

Letter-size drawers ; Legal-size drawers ___ P —:Shelves - _; Othef {specify)

AR-50-71; Rev. 76 R .,




YES

nO | 10. Questionnaire  {Place an *X" in the proper column) - -

a. s this the official copy of the series?
H not, where is it?

b. Does the series contain confidential information requiring security handling? f yes, ::te faw or regulation.

c. Is this a vital record?

D (D

d._Does this series have historical or long term research value7

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
N/A _QQL___§__jgﬁﬂﬂkdjﬂajﬂ£!7

X_| £, Is the information contained in this series ever publishad? If ves. attach copy

g. Is the information contained in this series ever analyzed andlor recorded ina summarized report?

X tf ves, attach copy,
h. Is there a duplication of this series in your office, or in another office or agency?
X M yes, where?
X i._1s this seri i jon of i riy microfilmed?
X | j._Does the record series result in a computer priptout?
11. Retention Requirements The following requires the series to be kept:
a. State Law years. d. Audit pericd years.
b. Statute of limitation years, e. Administrative need * 2 years.
c. Federal law 5 years. f. Federal retention instructions 5 years.
* gome may run up to three years
Attach copy or excert of laws oF regulations. Explain administrative need.
P. L. 93-380, Section 510
45 CFR 100b. 734 - S s

MR 7421 e

12,

Approved Disposiﬁdnilﬁstructiom Tﬁis agency recommendﬁ that the file -serie§ be cut off ai the end of each:
DO Catendar Year; B Fiscal Year; [0 Other then,

[} Hold inthe current filesarea _______monthis} 1 year(s}; then
3 Transfer to local holding area; hold ____________ year(s}; then

O Transfer to State Records Center;hold _____ _ year(s); then

O Destroy.

%} Transfer to State Archives for permanent retention.

0O Other [Specify)

4

These instructions apply to all prior and future accumulations of the series.

Ace

Recommendations in para- (¢ .
graph 12 are approved. State Auditor/Designes j/\*"‘dﬁ*{ o \/-f '?“"

{1t disapproved, attach letter
of explanation.) : %&ammﬁtgﬁa awu ICI—M_:'—/

ov Hend/Designee lSigngture)/] ' ~ . Date Records Management Officer  (Signature) Date

5/?//52:? U.JQ-M‘A/f P‘Mma&w!«/ 3;- /?—-82/‘
y : ‘ State Records Committee %rgnawm} Date

%7

. Attorney General/Designee y ‘
AR—50-71; Rav.16 T - {Reverss Side




